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TALKING PAPER

SUBJECT:  DC, P&R meeting with ...

PURPOSE:  A talking paper is used to advance a point of view or summarize an action or proposal.  It is a document that provides concise comments for use during a meeting or oral presentation. The talking paper should stand by itself without reference to back-up material.  It should be written by an action officer for use by a superior as a "memory tickler" or quick reference outline.  Hence, the author should think of what the user will say and include key facts that the user will require.

ISSUES:  

  (1) ISSUE 1


 Background:

· The background sets forth in concise terms what has
gone before.  It provides answers to such potential questions as:  Is this an ongoing thing?  Did something suddenly create this requirement?  

 Talking Points:  

· Concise bullets of all the salient points related to

the topic under discussion.  References that are used as a source are cited in the discussion.

  (2) ISSUE 2


 Background:

      Talking Points:
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